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POLI CE RECORDS CLERK

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class conprises clerical positions in the police
departnment, the min duties of which are receiving and
mai nt ai ni ng departnmental records. Enployees of this class type
and file records and reports, operate office machines, and
prepare sinple reports from information collected from the
files. Positions of this class are non-supervisory in nature
and the departnental records clerk operates i ndependently under
general instructions from the chief of police who is the
i mmedi at e supervisor for this class.

EXAMPLES OF WORK

Exanples |listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which may be |ogqical
assignnents to this class.

Types nenoranda, records, reports, forns, letters; proofreads
all typed material; mails or distributes typed materi al;

Files records and reports (alphabetically, numeri cal |y,
chronol ogical ly).

Recei ves departnent records and reports and checks them for
conpl eteness and accuracy; finds errors in records and reports
and returns them for correction;

Answers the telephone; makes and cancels appointnents for
superi ors;

Opens, sorts, and distributes nmail

Operates of fice machi nes such as typewiters, copying machines,
adding nmachines; nmay also operate telephone switchboard,
conmput er;

Revi ses department filing system when required; develops new
procedures for office functions when necessary;

Pulls information fromfiles when needed or requested; gathers
data fromfiles for use in preparing reports or prepares reports
frominformation collected fromfiles;

Wites letters in answer to requests received,

Performs related work as assi gned.
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QUALI FI CATI ON REQUI REMENTS
Unl ess ot herwi se specified, all requirenents nust be net before
adm ssion to exam nation.

Must nmeet all requirenments of the Miunicipal Fire and Police
Civil Service Law, including being a citizen of the United
States, being a qualified el ector of the State of Louisiana, and
passing a civil service exam nation for the position.

Bef ore enpl oynent, nust denonstrate an ability to type 45 words
per m nute.

& 02-11-82



